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14. POSITION SUMMARY: 
 
Under the general supervision of the Accounting Section supervisor, this position 
has responsibility to implement, monitor and update fiscal reporting and 
monitoring systems for assigned programs and projects in the Divisions of 
Vocational Rehabilitation and Employment and Training. This includes both 
federal and non-federal grants.  This position insures full compliance with federal 
regulations for programs and prepares the required monthly, quarterly or annual 
reports specified by the granting agency.  This position reconciles the central 
federal draw system and expenditures included on reports to state or federal 
agencies and develops written policies and procedures to facilitate the 
functioning of programs within federal and state guidelines.  This position 
provides management with interpretation of reports, regulations or financial audit 
recommendations, policies, budgets and accounting records for assigned 
appropriations and projects.   

 
15. GOALS AND WORKER ACTIVITIES: 
 
Time % Goals and Worker Activities  
 
70%    A.  Implement complex monitoring, analysis and fiscal reports for Vocational 

Rehabilitation, Wisconsin Fast Forward and other federal and state grant 
awards and programs. 
 
A1. Perform extensive analysis of activities to assure compliance with 

state and federal regulations and department policies and 
procedures.   

 
A2. Initiate and make all necessary adjusting entries for transaction 

transfers and errors.  
 
A3. Create, format and establish content of detail analysis work 

sheets to monitor federal and state share of assigned programs 
using both enterprise-wide and agency-specific analytic tools. 

 
  
A4. Prepare reports on forms specified by grantor agencies by 

required due dates.  Create and maintain reporting formats using 
excel spreadsheets and reports from the Statewide Accounting 
system and department reporting tool. 

 
A5. Maintain adequate documentation for each project, supporting 

required expenditure reports, justifying federal reimbursement 
received and ensuring that all reimbursement earned is received 
in a timely manner.  

 
A6. Interpret state, federal and department policies, procedures and 

regulations and answer questions from department management, 
program staff, other state agencies or federal officials. 



Advanced Accountant 

Page 2 of 5 

A7. Actively participate in the planning and coordination of activities at 
the state level for assigned program areas.   

 
A8. Provide detailed analysis and recommendations for program 

management and support staff. 
 

A9. Review pre-contract packages proposed by program division staff 
and determine availability and appropriateness of funding 
source(s), completeness of contract language regarding fiscal 
reporting and compliance, and proposed budgets. 

 
A10. Maintain an up-to-date manual of procedures for each program.  

Also maintain files containing regulations, policies, work papers, 
and other documentation for each program. 

 
A11. Reconcile expenditures per federal reports to accounting system 

for department single audit and for state or federal purposes, 
maintaining and monitoring assigned documents on the central 
federal draw system. 

 
A12. Prepare or assist in preparation of allotment requests and in the 

review/preparation and processing of budget input documents. 
 
A13. Act as the Department Liaison in dealing with fiscal questions 

from the federal granting agencies and auditors. 
 
A14. Participate in audit events and prepare schedules, other 

documentation for auditors and reviewers.  Provide requested 
documentation and reconciliations for programs monitored for the 
Department’s Single audit. Prepare draft versions of written 
responses to audit findings and recommendations. 

 
A15. Act as backup for reporting for other federal and state programs. 
 
A16. Request system maintenance of coding structure and related 

elements to prevent interruption of transaction processing. 
 
 

10%    B. Develop and present business requirements for enhancements to 
financial systems. 

 
B1. Analyze existing financial systems for both strengths and 

opportunities for improvement. 
 

B2. Compile detailed report of crucial system enhancements to 
financial systems. 

 
B3. Work effectively with agency developers and finance staff to test 

and implement system enhancements.   
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10%    C. Develop, run and validate a wide variety of complex fiscal reports to 
assist management in establishing policies, developing programs, and 
controlling expenditures. 

 
C1. Participate in meetings regarding fiscal operations, policies, 

budgets and accounting records. 
 
C2. Prepare fiscal analysis of problems assigned or under discussion 

and present written or oral reports to management based on the 
fiscal analysis. 

 
C3. Provide Bureau Director with recommendations of the effects of 

various policies and procedures, either planned or in use. 
 

C4. Research and propose solutions to problems relative to changes 
in rules, policies, analysis and guidelines and regulations. 

 
C5. Review all reports prepared for external users for accuracy and 

completeness. 
 
C6. Assist program and budget staff with creating queries and reports 

using enterprise-wide and agency-specific systems and tools. 
 
C7.  Research funding options for dealing with under and over 

obligated amounts.  Assist in implementing and tracking approved 
alternatives. 

 
 
5%   D. Support and assist the GAAP accountant in reconciling grant revenue. 
 

D1. Assist in required quarterly and annual reconciliations in 
accordance with instructions from the Department of 
Administration (DOA). 

 
D2. Determine accounts receivable, accounts payable and deferred 

revenue pertaining to federal programs and projects for inclusion 
in the department’s general fund GAAP information to be 
submitted to DOA. 

 
D3. Review project listings for the Department’s single audit, verify 

whether projects are federally funded and, if so, provide the 
federal grant title and catalog number. 

 
 
5%   E. Assist DVR with testing changes to integrated case-management and 

financial system. 
 

E1.   Attend design meetings with BITS and DVR staff related to case 
management system. 
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E2.   Develop test plans for testing financial related changes to case 
management system to ensure that they are appropriate. 

 
E3.   Test transactions from case-management system that interfaces 

with other financial systems to ensure that systems are not 
adversely affected and all changes are working appropriately in all 
systems. 
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Knowledge, Skills and Abilities 
 

 Knowledge and application of professional accounting theories and principles.  

 Knowledge of Generally Accepted Accounting Principles (GAAP). 

 Knowledge of Generally Accepted Auditing Standards (GAAS).  

 Ability to apply GAAP.  

 Ability to apply GAAS. 

 Ability to interpret federal and state regulations. 

 Knowledge of governmental accounting, auditing and financial reporting 
principles. 

 Knowledge of automated accounting and reporting system processes and 
operations. 

 Ability to maintain and modify complex accounting systems. 

 Knowledge of problem analysis and resolution techniques. 

 Knowledge of reconciliation procedures. 

 Effective communication skills, both oral and written. 

 Ability to interpret and analyze financial data. 

 Knowledge of policy development and analysis methods and techniques. 

 Ability to establish and maintain effective working relationships with staff both 
internal and external to the organization. 

 Ability to provide technical assistance and consultation concerning accounting 
procedures and processes. 

 Customer service skills. 

 Leadership skills. 

 Knowledge of effective training methods and techniques. 

 Knowledge of database reporting systems. 

 Skill in using PeopleSoft FSCM. 
 
 
 

 
 

 
 


